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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D. C. 


Else 

JL 


25 February 1952 


MEMORANDUM FOR: 
THROUGH : 
FROM : 
SUBJECT : 
REFERENCE : 


Deputy Director of Central Intelligenos 
Deputy Director for Administration 
Director of Training 
Persojmel Pool 

(a) Memorandum from the Inspector General to the 
Director of Training dated 2k January If 52 
(copy in Appendix I). 

(b) Pool Report by Testing and Training Branch, 
Office of Personnel, dated 15 December 1951. 


1. PROBLEM* To comply with the directive (reference a) that 
the Director of Training assume responsibility for training in the 
Personnel Pool. 


2. FACTS BEARING ON THE PROBLEM* The facts are pc-eaenteo in 
Tab A. 

3. DISCUSSION i The problem is analysed and discussed in Tab i. 

k. CONCLUSIONS: The conclusions reached after the analysis cf 
the problem are in Tab C. 

5. RECOMMxIiDATIONS : It ia recommended: 

a. That the Plan for Unclassified Training Group Clerical 
(UTG/C) in Appendajc III be approved, and that tie 
Director of Training be authorised to put it into effe ?t. 

b. That the Proposed CIA Regulation " Processing Freviaior illy 
Cleared Personnel" in Appendix I? be approved aid prop ilgtU* 

c. That the Proposed CIA Regulation "CIA Training Policy or 
New Personnel" in Appendix V be approved and presroigat jd. 

d. That the conclusions in Tab C, Paragraphs 3, k, 5, 6 id 7 
be approved, and that officials or Offices concur ned t ? 
directed, to put the actions indicated into effect. 


APPROVED: 


MATTH31/ BAIRD 
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FACTS BEA R] Did Oft ?HE PROBLEM 


1. 


2 . 


fe»p«igibin t j r ° r ta lcing in the Personnel P ads 
of the Inspector General, the B/CI hTs approver tS 

0** W 1 Milt nMM *W. t "% S J} _ “ ' 


f t 


-1C 


nas approve-! fct* t ran -'he? 

t - he 


o*^ • 

j . 


* — uf \jx :ms approved. 

of responsibility for training i n the Personnel 
Director of Training as of ?ii January 1952, 

rtrrfl Directive of tile u/Cl ■ In toe staff corit’-^^c-* 

that! r ter 1 ^1* 7?* Dlz ^ ctor af Central Intelligence * ate 
that it would be the policy of the agency to go sIjw 01, k- 

“?. to lQ * i8l; 00 hi * h Quality ir. personal tnat tii ; 
policy would require very careful selection of porsonml 

3 * -of » he rereoanei Fooit fh e brs-c nb ^ 

of the Personnel Pool is to enable the igency to place a* ^ 
professional p« raonced on its payroll ir advance or fal 1 
security clearance, in order to relieve financial harass , 
to the ii^ivtdnal or to otherwise insure that bis rerriai 
be available tc the Agency apon collation of security * , or 

k. Eg^bUshea rralnin^ l rcyrao^ f or Pr of e s 3 i oaa i,.^h.* a ^ . 
«rj2mt£ls t nc las si fied Training Broup a' (mq/h) tad tnr ‘ 
Interii! friania^ Branch (If/B) have been estafcliehed f s 
meet the above objective for profeaeional-suhstantl ve, lle i~ 
covert and covert personnel respectively. However ;r.*n -i 

schedule T* se homogeneous groapa with regular «ed 

schedules for entrance on duty, and study and project *e*. r n- 

. er ^ Gn ^ i if ir/B programr, ore care nil 

exceed the sdnlnm selection si, ana ras 

5 . g2«p,OBitiQK of the Pool: me preeent composition o’ th» #rs 
1 , 00 ?- if not at with its basic objective, a.« ll#r 

i^sLtT.^^ r< ; r3onrs! ;- ?00i «» not homogeneous. ..r t,ha fol 
iSLI* ati ®fi? s ehow » t,he p col Is a catch-all f 0 r U tvpe } r 
BOB d provisionally cleared personnel. 
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a. Average percentages of personnel by categories deri m 
from a statistical analysis of Pool persoiitud u s t .f 
? J ****ry and 23 January 1952. The statistic*], *na rsi, 
is on file In the Office of Training. 


Clerks anc Stenographers 
Typists 

Total Support-Clerical 
Skilled and Trade 

Prefessional-SufeatantiTc 


lOOf 

b. The Professional-substantive personnel, 2V' of t-h* f 
personnel in the Pool, are UTC^A or IT/B type#. 

c. The skilled and trade personnel, ltf of the total o# son 
in the Pool, a re quite varied types. Son# four biff ren 
si 111# are represented in the tabulating Machine fi# d* 
three in the cringing field; two in the Ulmtjrw fie ry 
and there as a nircellaneons group ranging fro* miet - 
photographers to truck drivers to couriers. 

d * J£LT eSt 03 fehe P ersormeI in fchf Pool, the li.r est o Ur*, 
j, may ce termed support-elr rice l personrte ... 

6. The Personnel Tool Program, The program of the le^onre 

consists ©j. training for clerical-support personnel who * j * 
raeet minimum standards of proficiency for the lob lor wh jh 
they have been recruited; unclassified work projects un<fcrta>* 
in export of various coxnponents of the Agencsy or e ther wejr 
mental departments; and the temporary attachment of Lisina rv 
bers cu personnel to ether Governmental department * stop *> y nc - 

a * £g£ Clerical -Support Personnel : Perse nn« 1 u u 

•**•<£*? f< * r trainln * -aril ah Usa 47 Bhertnasd. •* .; m 

anc Office Vactiee on the basis of reeofcfcjeridsstton* r oe 


A-l 
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fcy the Placement Officer or the Pool Registrar a 
result either oi' an interview or of a request on th* 
part of the individual. The period of training varj is 
in individual cates from one dry t© several. wt*eks{ 
oonsequentiy, it is impossible to derive a manning I\ i 
percents** figure representing the total personnel 4 1 - 
oeiring clerical training. 


c. 


?. 


b. Work Projects? In Appendix II there is an analysis if 
ttie work projects performed by the Pool durinj Pecos ier 
1F51 and January 1952. This analysis indicates that 
most of the requests for work projects Gape front 0C1 
and the Office of Personnel. Assuming that tie person- 
nel engaged on work projects earn their p^y, fork pr >- 
jeets largely pay for the costs of the cleric* l- e apt ,rx 
segment (68?.) of the Pool. The projects largely ati Azo 
the «ills of th* clerk-typists and clerks rather th n 
those of the stenographers. 

Te^iorary At taciusents : In the week 2-25 January an© t 
00 personnel were temporarily attached to other Gove n- 
nent departments or CIA offices; including tha Seine. ive 
Service System, Department of Agriculture, Hepartmea of 
State, Library Of Congress, I&S, ORh and OLD. This ; rom> 
eonsieted cf support-clerical and protfessional-j?ubEt; nti •• 
personnel, ranging from GS-2 through 06-9. 

lfg||3S s S: j_j^hl^atiott t is part of recruitment acs.ion i, 
field, support-clerical personnel are tested f©r p^oflet* 
clerical skills. It is necessary' for the Af arcs to r* 
some support-clerical personnel who do not meet feirdmu* 1 
of proficiency for the grade for which they are recruits* * mm 
peraoraiel are sot evaluated with respect to learcir^ apy -udt 

°° the A * en ^ MBTpoUj nor is their c* itii < - • 
employment with -he Agency contingent upon the remtval oa ae- 
ficiencies by the time of completion of prescribed train! u 
courses . * 


tin- 

my 

arms 
iaat . 
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8 * ^ r gfi 8 a ? ^ Separation fratea i There are no ref Uai: 
«hedules for entrance on duty iatc the Pool or ft r sec*, -ati « 
^°a the Pool. The effect la to multiply admini strati/* dii- 
fleultleaj promote confusion; and prevent effective pha* np t 
the traininp at the Fool. ’ 

9 * |f S g££^£5£lfe of ?l»e Sp ent la Pool : The average leapt of 
Zr P ° o1 P B rs cn nelj spent, in the Pool is approxi .« * 1 * 

Z> working days for ana-covert personnel and nonrexinaue v 
35 working days for covert personnel. 


a. 


kI OraftttfBH «** ?ool is also a aaitia ro* 

for personnel tSoseffiS) processing is held up, usually fc. eau- 
of saturation of nodical and security processing faciiit kr 
P ersoanel wait in th« Pool, pending notification to soap ete 
EOD^ processing. As a consequence, there exists a * fraud Cen , 
Station stnos^here that seriously nterferes with order iaei; 
and systen in the operation and management of the Pool. 

It is conceded that the Pool is faced nitti a mo Ue 
This is attributed to the following factors: 

There is no orientation prograa for personnel tuiterb » 
toe Pool. In many instances personnel have not been 
properly briefed by the recruiting officer that they 
are to ontor a Pool and consequently, when they find 

they are in the Pool, their morale and motivation arv 
seriously Impaired. 

There ere in the Pool professional-substant? ve persor tel 
for whoa no meaningful training orogran is or or idea a it 
is In VTC/A or IT/B. 

There are in the Pool personnel in the skilled and or dea 
category for uhoja no “ cannon de»oair»tor*' of train in* or 
work project exists, or is feasible. 


b. 


A -3 
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d, Oieni 1b • considerable number of individuals who re uur 
in the Pool for periods in excess of 9 $ dnysj a& o 
26 January, [ ] individuals, approximately 9f ef to.. . 
personnel of tne Pool. 


e. Thera is th® "Waiting loom' 1 operation described in 
Paragraph 7 above. 


f, Hiere 1 b a poor physical environment that net only 
affects tie individual's Morale but also impairs, it 
Ms view, the prestige of the ipeney as a whole. 


A"*.'4 
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DISCUSSION 


1. Poaoral Statement : Tie Pool proble a will be <ti sensed 
with reference to the following points: 

a. The Composition of the Personnel Pool 

b. The Personnel Pool Program 

c. The Work Projects Question 

d. The Personnel Pool Training Problem 

e. The Teetimp and ITraluation Problem 

f. The Waiting Soon Problem 

g. The Orientation Problem 

h. The Administration of the Per Bonne 1 Pool 
1. Policy Action 


B 
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2. Ctoipoa^llon t of the Pool : 

a. The fact that 21% of tha total personnel in the 
Pood (those designated as pnofeaAenal-iubstaiitlvt 
are tfTG/A or It/B type* has already received recog- 
aitUtt hy tha f arscnnel Office and the Inspector 
Qeaeral. this category of personnel should be 
transferred frasa the Bool to JTO/A or IT/$. In 
the fa tare prof asaional-sabstantiv* recruit# shoal i 
ho a ss i gn ed to HQ/ A oar If/B and should not be ser 
to the Pool. 

b. Tha non-covert Offices of tha Agency use the Pool 
as a balding operation for mm professional - 
sabatantlve personnel in the expectation that 
"repcorting-to-duty data" will precede their conplf, a ox 
of tha IfTG/i program. A cross section of the Pool 

as ef 23 Jaauary Indicates that aueh personnel re* 
■air In tha Bool approximately U2 to u3 calendar 
dag*. UTG/A ia a six weka (u2 calender days) gro p 
training program. Therefore, there la an the avej vge 
ao tine adrauta.se in abort oLreniting this yrograr , 
There id positive aorale advantage in restating sut 
personnel from the Pool where no i caning! ul progra . 
la conducted for their needs, 

e. Tha situation with respect to eoa»rt professional* 
substantive personnel Is conparahle. IT/f la an 
individual training program that continue a until 
the coagiletlon of security action. 

d. If professional -substantive pirsansel we.e net s--*n 

to the Bool, the regaining personnel ( supper t-cl^r cal 
and skilled and trades) would comprise a mors hone ,ene 
and aaaggeabLs group, appropriate to a Personnel f cl 
operating andsr the Program described below. 
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3. l*he Pgr ? panel f ool Ire gran : 

a« For the skilled and trades personnel; 

(1) These personnel represent « great variety of 
tfcillf or trades with snail numbers in each 
skill or trade, -ending essplstion of security 
action, they need merely to maintain preficienei rs 
mlrea4y acquired. For this type of personnel, 
training in specialized skills or trade* is too 
costly to be un&ertaJoMi. Other training, as 
ooursss in current events or international rela- 
te* 1 ** would not ba related to on-duty jot requl e- 
aents. Therefore, such personnel can .raest usefully 
^and the security clearance period by worsting * . 
their skill nr trade. 

(2) While tills is not feasible within the hgertcy, it 
Is pomeible to attach such personnel to other 
OoTenvaental agencies not engaged in ciaaalflau 
operatdons. For exanple, a Linotype operator 
sight be detailed to the <lev«rr»ant Printing off, ce, 
a machine tabulation operator tc the Bureau of ti.e 
Badget^ or a j>heto-engraver to the Burma of Pril- 
img and ftigraviag. Such a program of attach ;mmt 
would utilize and maintain tho specialised ta-ueni •* 
of such personnel during the security clearance 
period. 

b. For tho support-clerical personnel: 

(1) 3o>f* 6ff of the Pool is suRpaart-cOerical. This 
group |s fairly evenly divined hot wean clerks, 
clerk-typist* and stenographers. 

(2) Many svpport-c lari cal personnel require training 

to meet ndniiwa or aoooptahle standard* of profit niej 
for tht jobs for which they hav# bean roertitsd, >r 


B-2 
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thsjr require refresher training to m et ...>r*vio.-*ly 
achieved and acceptable 1 eve Ip of prcfinLeacy. 

All require training in geography and o. fie., 

practices. And all vault benefit by training 
destined to increase proficiency in pirewb so sin*! 
clerical skills. 


0 ) At present work projects tend to have priority 
trailing - not only because of the shortage of 
instpectors but also because ef the einfeer of \ irk 
projects mnoertaken. Uhier these conditions tie 
object ivee of clerical training, consistent *t>. i 
the policy of the D/Cl, eennotfuHy be Lt. 

(U) Jo carry out effectively the policy ©f the j/Q, 
all incoming support-clsrical personnel, rega n .esi 
of Mcurity clearance status, should be tatail# J bj 
the ffflce of Personnel to ths Offic# ©f Train! 4 
for training. 

(?) To sget responsibilities assigned to it gy the 
Director of Oentrdl Intelligence through the in- 
spocllor General (nee Appendix l), the 0/fS shot 4 
,h an Uhelsssified Training Group Cleric a 
PT©/u, to which all BOD *4 provisionally clsarec 
clerical personnel should be assigned. 

(6) To anet its Long range rasp onaib ill fcfes , the \j/ h 
ehou* estokUsh a Classified SrainJj*' Isoup Cl ricu 
(CX<V£), to sAleh BOB’d cleared ; derinal oarsossl 
shoulh be ascignHL CfGj/t should aim; rujai the 
requirements of refresher training for orwicta . ler .o 
personnel. 

b* The Work Project Quest, ion .- 

a. A survey of the wrirk projects program should t*i uadertatana 

(1) When the Personnel Pool vgs first estnollrhea, j 

Offices were requested to provide work projects for 
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(2) 


I«i*V * P^»cta had the sUi.ua of 

t !uf C f ,li5r P r ^'i*i©i»Uy cleared 

cW^lS ******* *«n security 

ie*|-am». Since then, the scope of the work 

<rf ttsTS ,*1 ***'* rL- * 

cal tralBin* t+ ^ precedence o«r cler - 

that*the l *MLii«fc t ** S * aey -S U8l? ® pen ' bo iMstion 
tns present status of work nroiect* 

fc * C *“** <* th * *ad for am) 

IV af trad&ing to ralao th. l.„i of ,£#«££' f 

Z'T'Z?*' 1 ** p * n,ooa • 1 *- 4 * rt *^» iST« 

todar tl» pn.Mnt r.oruitmmt limitation*. them 

f"!**; 1 ‘ TOiirtj * f°“*£ :r 

mJoiE U, J P * r, « nn «l Pool) thi» »ili 

facult in * sharp reduction in th* nunber *f 

tfc * t can U un de»tek«n. Inter th* 

®! illni ^^tions, the offices' 
aeque^ts for work projects to be carried « B u 

tfc« Pbol will probably iaoreaeo; this will resui 

»•* SSSa-Sr- r r* KUoa ia »*>• aaaber ol ‘ 

set* projects that can be undertaken fm »* t 
posed by this situation are™ ** qU8si ° E 

f?! * ( i? proJ * Ctii of ie 

eltifk. *k r *? Ci ff Sfficss concerned to ii - 

» lr .‘T*** 4 * «* V io.h-.aee th. 
u ’ s id order to continue thee? 

(,) ,0r l! » r *J* ct *. »«>» them tho, , 

2r?ha?lLE* °f I** T,1 "» 40 4h * 

SSJSTtTfiisy 


(») 
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f3) at »*iefc the Personnel Pool 

will decrease in strength nor the ultimate 
strength of the Pool can he dsteminsd at tide 

4ft * r th0 P r **ent ceilings have he* » 
in effect for a am time ted the amber of Pool 
Wsrsennei has became stabilised can the teore c - 
zne * ork projects program be established, 

(t) Pending completion of the survey, the Office of 
Persormei should oontinue to adstnieter the war 

L r !?!S t ;, f f ' “ a reBuU the surrey, it is 
decided th*t sow work pw»jeci» ahouiu be con- 

«-r *»« * 


** Ffrscmael pool Trailing Prnbu. . 


a. 


b. 


^°thf S ^y^ aUt ' 1 ®i^ UVe pereoariel «^>uW be shbIisw 
to ths UTC/A or IT/B programs. 

Persanasl should be details from 
toe Pool te other Governmental agoneien. 


a. 


c. Support-clerical personnel should bs detailed to trafc.Ha|. 
— - .fogting an^ Evaluation Prohioa . 

"^t 14 **? ^ °* ta ® of the Age ey 

5*111 e«l»atioa indicate that the individual 

*° » ee \*oc*P^l« staadawis, ne ha# 

t0r l9 * rnii * *° *■*** with training ae 
■ay qualify within a reasonable period of t amp At n 

aotit^das^ 88 ! * lllti to * r » far * *» adequate evaluation «d 

iadivid!!if D r * ad ® 111 *** fi «W. Bierefei *, 

fletw il* reporting for duty In Washington shouiu bt 

d^L2^ Tw * correlation «ada between *he * un- 

dards of the job for whish they hare been recruited «.j 
their levels of proficiency and aptitudes for l**rnii* . 


B-5 


Approved For Release 2003/07/31 : CIA-RDP80R01 731 R001 700200005-1 



SFCBET , 

Approved For Release 2003/07/31 : CIA-RDP80R01 7:i1R00l2§(f2b0005-1 


b * tasting mi. aratoaUan program oboilU be c-orndb-itm 

r *** e th# towei of rrcrrits urt 

“ * 4 «ncgr in aeeordmoo gito the neitit poUey 
dimstljj oT tb» tfCltot also to meet the t« sting md 

■ ? »wMP 8* T>« eetafcUohoaat of 

* J*55*f*j iff**®* •*? iatUity ia toe .^*03 

Mt ®°^ r Office of Bereoaaa! but loo 
tho Of floe of Training. 

7* fjje.fait feg ^aoa Proalfa* 

*• ?* et *}* prohi<M » 9°”* intermittent el,.-, 

in m proeodoroB (ceased prtoarilr to too tjfcjfcw t f 

ao^ea wi sactuity UiUnr/i^) too 
oWmld eatehliafe * waiting rooa with .library 

nfiere individuals say stand by for noS ostsAii 
*° *» fsroaossfcg. This delay is r.ai tail; 

^ hws*** <**?»» tet concerns a. etouail« &*&»< 

® $ 8 e 

BfJij!!** 7 f * oilits - , » «h«*14 *i»o be araailabje to % irscui 

Jf f* 1 *** p ® r#0 * aa3 - fool in connection eith 4 ieii 
training Oasignment. 

8 * Orl^fcfft^ai t^nhisM. 

a, 1 eerlotts^oral^ factor ia too iWeDeaei fool aas ^.x 
^ ®* ** effective oilsatotion oeuroo. Sue- a 
*??”* * { *^ d if coaiueted la too perta* pert am, or 

SLtoiSK* ^ ***• P«tetoB*t HIM on a 

ptcrLeioaato clearod baaiej pert too, for cierica. mi, 
nel ae part of thti TTG/c training prograe. 

b * J5® orltul 'f tio ° ahould bo oonttojtod tte 

f er f^ X) ‘ i f* f*** o£ tn * ontrosae pmcesete* 

f s **— ******** actetoisteatlif preeedarae of the ft >1 ti *.i 
the status of performs! thereto. 


b. 
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* ° rl f ? tatioi! should Consist 0/ fe n 

° V * r thr ^-wwk basic ,rai.ri».r 
^ "bo^l Include unclassified infantitlon ~ 

cf — »* - — 


^j^P-stratio^ of the Personnel fan ! , 


** TOtSd^thTiw? ° f Pe °l shoalG be ei- 

r^L fi 0t p ® rsonr ® 1 ; a»d should cooiir-; 
or thr following responsibilities: 

a) Il*2? UCt * a Gr f ant * tiori c ™r £ e ^ * F . a t of t o 

entr«x:e processing procedure i# the fool 
(t) **** tradea P**s©*m* 1 to other 

Governmental agencies 

0) Projacte program pnnaing 

fc *° n °f th * survey recoamasaded by Q'TS. 
aai the resolution of the problem 

(w “• “* ui "e «<■* It. UfcTMj 

(?) To Pfifvo as a processing enter for UTO/C 
i0 * Policy Action : 

a * fe a a t 2 8 o/l°f Uie ®* tae Itersonnal Pool or* - 

m>d * raCoaEel * j *-iont «Lth respect t* all 
S!!^!i,y d 0,1 a P**wi«i«»lJy-cioaro4 basis; thor* 

* Pplicatit; eqpal fores u> *1 

personnel entering the Agency on a fully-cleared basis,. 

b * ^ ^ Coaln * personnel, professional and 

iTnec^s^ 0 ^?^®^*^^ 9 ° f ®* C ® rit y <d**«*e* «t atn* 
is necoastorj if the recent polio; directive of the bw lc t<i 
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C. 


of Centra lBWlllg»ne« i, to be pigt into cffa-t 

1Wel *«**»■*• by 

r*^,»«* *2 *' ? 1; ls th * fwjctioa of solttt-ticn to 

rocruit ?«reorin*l competent in a gir« skill, vrmdm 

srsTi" 

~§^* relate that Qo*p«t*nc it th, fujd of Sjlteliii 

tfte *>•*• I»i»oipi« i« 

A ? WkBdix V * 111 s^uld b, approT«4 gw 

Sfe^T 0 C * rtr * 1 Int4,111 «* nC8 W 
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1# Re^a^LteX-iti^ 

*’ 5* 1 ® P^^ewtWlltfr for training in the Baroga ni 1 

fool to fate tranaforred to the litre* ttox *f It-ttijning « 
accordancte with Iteferonoe a ehoiila oonoioi of: 

(1) ?ha»lng the pro/'«ewi*iiBl»i3ub*tawjtiT« 

prwnteatly in the foal into tho OTcI/A artflf/fe 
program of 0/a. 7 

(2) lietaklirtang and operating tho PHL*C protraa h 
accordance aitfc tho plat in Appendix HI. 

b# <* t*o. Bd at oh 

tho jp^Litatiw level tf porioiHt tee 
''W?-'"*-* ***• “* <*i**a**o, nte*3leeo of 

?irS 5 .Sf € 2 ,0lB -wa4 * <*•**!***> o/i t 

for training prior to jOacwamt wittiia tho Agency. 

" ~£= sa&’aatr 

piiSltmW U ° 7 *** U ** ***** te 80011 8 

liiat, in order *wro affettiitajfr to p. oeeti.i 

Ag** * 

W ■ fc * tt J 4 ** nppforod and publiafci, 

««* tnioKSa-Ji, lijMg ra . 

2 TSSJ£in^.s;!f £*!’ J* 1 * oUi f i ** ■* * 

““ «w*c*itb proceaalng ex such personnel.* 

3. Work PpoJy te 

*’ frafWOi akotla fee x>n- 

** «*** ** ***4 «** ****»ts 
****25^ mhSj ** *** •**>&* bn StabtS^g^S *nei 
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b» That, pond lag completion of the above sarrey anr ref sin- 
tina «f tha fraUat, tha Qfflea ef fteraennel ah© &d 
<x*Tti4ue to adsdnUtwr tha Merit fro^aata frogras, as - 
pers eanol riw haaa bean released by Q/ll iron at Vfc 
after oonpletlea of tha training progra®.. 

it, Testing ajd inQ-vatloM 

a* ffcst the Tasting and ifraluntlea fi vision #f the; iff its of 
KwUding shoald be trennferred ta and infixed nil i ti# 
ft atlas and Training: Bt 'a ndi of the Office of fe^aonatlj 

ta sfflpcjt the 

asisting assessment procedures far covert personnel, 

b, That the nadt than created abenpLd be ast»|iisbe# as tfcu 
testing and evaluation mmmi ce of the Ag*s|fy nnfior tU 

of the idfintagt Direct* 

aff Personnel in aoflabnratiLon with tha director >f trafiaiang. 

a. That ghle testing and svalneti <m service fiould e el*i:„x 
nfcth notwt of tep t dj qg and aval Lnntled at all ptawtr 
of rearuitnant, aoo proeedsre, training and vali htlrr. 

d, That an eseeatial conditio® of this ncigar shau| i ba tins 
tha testing and evaluation sendee wtH on able *n ***«§ 
tha testing and awQaatte reqtfi. tenants of tha t-:Ti«i uf 
Training, 


ffr WMy 1 86 


That • waiting rows should be established at ) 1 25X1 

tn provide for the e dnl n i n t r atlvs central of pefonnU flayed 
in the ca m ple ties of their isos proeaiiMgg that t g-raiiU be 
adainistered oeparsfcely ftn tfcr Vet* ffcijaetn fc.'Oggu t* 

9fd/0)f that ite library feel II ties should *oe anr*.la£U ■&* 
pereoahel in UTd/C and the Personnel Pool, 


b« That tha malting room should be administers* % he 

Nraodni 


-fc of 


C. That an effort should be made by the Qtti<n of fc.raau*;., the 
SedioaJ. office and Inspection and seaurity ta if 

ai aOX possible, the aepfsfity for the uniting «oan 'y 
coordinating KQB dates with the capacity of the proeistUig 
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facilities j that, at the eery least, there cionld 'is. a 
reduction sot en&j ia the raster of personnel, requia td 
to report to tike salting roes, bntgajU® ia th« 
epeat in the uniting roar* ty personnel aenititg note ’i- 
aoticn to eonplete EOS prooee elng . 


6 . 


gyms ^ 

feol, rad qho have retained in a peoHaWlij clear a tt*:«bj 
in oareee of 60 dtg m, nhmpui a rettLeiradt neefci/ to t * 
Aeejaaat mr egter of ftraswnel and «m Chief af In**ctUn 
end Smartly f«r the popoee of expediting the coj^J tier of 
eeeurity dLearencs aetiaa. 


7 * gl*g-4fi«S II^aL2ESBE Cjariaal ,(STG/f) 

e* that t£e 0/m ahooW eetabUah a lrai leg 

□roup Clerical (cjq^c) to atiioh go©»d fnU^-eiea* .ed 
aipport-oiericel personnel should be asaLtpted ids truu. g t 

(1) It) increase their proficiency la alroidy an aiwhi 
clerical Ollla. 

(f } Tt> bo ine true ted in geography and Atm^y o£i ice 
practice*. 


that Cta/C ebculd aleo ooa&ct rafreahcr 
supports lerlaal personnel. 


lot 


8. 


Mgnn - That the aorale problea in the i»oel electa «<i 
W»d it the proceed CIA regulation in ApptaSi If 8 
e^roeed aid proa&lgated. 


0*2 

Approved For Release 2003/07/31 CI||Rjj>P80R01 731 R001 700200005-1 



Approved For Release 2003/07/31 : CIA-RDP80R01 731 R001 700200005-1 



Approved For Release 2003/07/31 : CIA-RDP80R01 731 R001 700200005-1 



Approved For Release 2003/07/31 : CIA-RDP80R01 731 R001 700200005-1 



COPY 


2h January 1952 


MEMORANDUM TO; Director of Training 


For your records, 1 wish to confirm that i)GI has ajjprovea 
the transfer of respons ibi'LLty for training in the unalassifi* 
holding pool to your of fie* and has requested that an effort 1 
made to set up courses on a 10 -day basis. 

The training of covert nt^loyees in toe unslassii i *d cnoi. 
at another location has been approved, to take effect as sosji 
as the' new Quarters are ready. 


/s/ Stuart Saddest 
Inspector General 


cc; Personnel 


C 0 ? Y 


Appendix I 
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PUM 3UR UHCLAI SIFIID TBAIMIC GROUP CLERICAL (JT C, C ± 

1* Training objective s: I© raise the level of prtlUle* r t 
all BOD ' d p’rovisionilly-cle ared support -clerical parsenpel wn- 

a. do not meet adniiroua or acceptable standard* of x j- 
ficiency for the grade level for which t&ej have 
been recruited. 

b. require refresher training to meet previous!*' sc! eve 

and acceptable levels of proficiency. 

c. need training in geography end agency office nrar dec 

d. would benefit by training designed to Increase >r >- 
ficiency in already acquiree clerical ski IS % . 

2. Training pfograa t 

a. Course content: The clerical training prof ram ii _L 
consist of the following coarse** typing |3 lew .s ; , 
Shorthand (3 lewis). Office Practice, filing, Gj .-11- 
iAf (2 levels). Punctuation (2 levels), Business 
English (2 levels), and Geography. 

b. Schedule : The daily schedule will be as fellows: 





Instructor A 

In striae tor B 

Instructor r. 

I IV 

■»n. s :€ 

8:30 

- 

9:30 

Typ. I &- II 

fPrac, Roost) 

at. i 

3M 

_ 11 

9:30 

- 

10:30 

(Prac. Ecom) 

raa. I 

Shi. Is 

ir*S 

le 1 

10:30 

- 

11:30 

Office Practice 

UliC. 1 

Free 

Ft i 

nr 

11:30 

- 

12:30 

Lunch it Practice 

lunch ?; Practice 

FI Ling 

•0 <• 

rap 

12:30 

w 

1:30 

Spell. I 

ree 

Lu ich t.- Prac tic.? 


h ,5 

1:30 

- 

2:30 

Free 

‘ pell, II 

Pic. II 

i f 

ce 

2:30 

- 

3:30 

Geography 

Typ. Ill 

; 'p*ac . loom) 

■ >"&£■ 


3:30 

*» 

U:30 

Orientation 
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~::T\ pronto «Ul co«l« or . t»,- 

l,6 J iC unit * Moltl P 1 * f5 of the feaeic unit *, f t* 
array ed on « indiridtial baai* to M t imivid, I X 
cniii en»«ntg; vithoet repetition of idbjfect £a atfe r, 

d ' « i “4 Tld “ al prafi,i. M > ulJJ b, 

° f *“ h bwio *l»lMnr It it 

^TZl^ UMr raDOrt * ” u - b * «* - •»■ 

d.t»ii’nf p li?^r d B» *«<=. of fit,,™, „ n 

c“££f'S! tm “ lae ’ "iwii b. .SSl5,r*wTft^r , !rT! r 'r f ? *' 

— SytiSSTn^SS 1 , «““• — * 

b. Planning- Bncia : 

y-? 1 ™ **'.. fU ° n3 ° <: for «>• UTC/C train it^ tlo(r , , t , 
»?*!,**“*,• •■•“"Ption tkat that, rill t„ J t „ „ t ,. 
tiwa a F or ««lwtely loo trainees in tfpa/c. 

b ' fb« •tlrtln* trriotaf .toff of *. r*r.o» W1 

Pooi constats of t«o IjMtraetora. Ik kefaranca ii it 

^™in*tffl,r i »^ pr< 7' ,d 1,111 th * «*« eii * u ‘ i « 

. to faalr instructors. The praDowd nisj. m*- 
/ «l 11 repair* four instructors and oraa eleri al 

th* t«r% ^ 1^1! f y by traasf**rr np 

rf* two ieatruoteremir on the Personnel Pool ih c 

an* l new .*?* ** 2 ' r * lQij £ «* author! a. n* 

an increase in the T/o of the 0/TH (2 additional n- 

8 true ^ or a anc ]. clerical assistant). 


sSTwIVs; 


to carry out the training progra* 


it>2, 

li 


502JL 50; 

aoe f it>© 
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** Ml* 

a. Sasic plan for [f'-'Q/C . 

b. Traaafer of the t*e iaatiuatora no* cm the P4?sei mtf. 
fool T/0 po the l‘/$ of the C/fH, «t>4 the aattea-isaf. as 
ior t*o atiditLoiml inatraatom and cm jlfettUtal set: «t«m 
on the T/b of the O/Tfi. 

o« Allegation of the apace designated in Psra,gr4ah ii.a. 
above, to the 0/S'B, 


Appendi* III - 3 
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carraiL ibtjlli' 


PRQPOSjjj i 

AGKSCI 


aittjjui. 


February 


W 


6. cia ramist police fob s m ?&mmKL 

A. In order to raise tits quali ta ti v* level of peri on met 
of nev personnel entering on duty with toe I gancy, th* 
direct or of Training is authorized to plan # n-d sou fiict 
training prograns in accordance with the poll a* at vfcec 
in Paragraph 3 following. 


3. New personnel altering on duty vita the Agency *, * l, 
prior to plac«*aait within the Agamy, be detailed x 
the Office of Personnel to the Office of 3rttiriiag or 
training tieaigiteMi not only to relate their partiem ar 
field of col-ip*- tunes to the field of iateiii.{j iron, ut 
also, when necemsarj or desirable, to raise 'il eir ne 
of competence iat any given field. 


C. lor the { l aner. {., this policy shall apply ord; to t i 
foil owing : 

(1) All s r*rfe stiarial-Sub steal ive personae! . 

(2) All Profeasional-Admdniatrative parsoiuu I . 

(3) All 3 uppo r A -Cl erical personnel . 

D. The director of drai n ing, in putting this policr .r » 
effect. Shall plan training progra.ii*, sxpand axiati %; 


Aopendix V-l 
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CUfTRAL INTjuLLlAMi 'AfcifCI RSQUMIION 


HOMIER 


25X1 


Fobruarj l?52 

training facilities and establish new training f u J.. 1 


for such personnel in the fallowing order oj oriar .tv* 

(1) Prole s si onal-Sabstantive- personnel. 

(2) Supoort-Clsrical personnel. 

( 3 ) r rale salon ai»&dsln±strat Lve 35* rsonn: 1 . 

e. The Director of Training shall present all train!* pit- ?» 
and programs designed to oauT.' out this directive e t • 
ilDCI for approTsl. 


Appendix V- 2 


Approved For Release 2003/07/31 : CIA-RDP80R01 731 R001 700200005-1 



